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Provider Relief Reporting  

Thank you for what you are doing in combating Covid-19. We hate to ask for so much information at this 

critical time in the fight; but, barring a last-minute reprieve RHCs are required to report uses of the 

Provider Relief Funds received from April 10, 2020, to June 30, 2020, by September 30, 2021. RHCs had 

until June 30, 2021, to use the funds. On August 18, 2021, Healthcare Business Specialists conducted a 

webinar on this subject and you can find a recording of the session at https://youtu.be/jndkeRdhnDM and 

the presentation slides can be found here. Please watch the presentation and follow the instructions and 

steps outlined in the presentation to get you more familiar with the process. This is going to take some 

work and digging to get the requested information. As we indicated in the webinar. Start Early. 

The purpose of this document is to walk you through the information we are going to need to enter your 

data in the portal. If you have already registered, please provide us with your Username and Password to 

get in the portal and a cell phone of the person whose email is used as the Username for the portal. The 

portal uses two-factor authentication, and we will text you for a code to enter the portal when it is time. 

Before we do that, we need information, lots of information. Which is the reason for this workbook and 

the reason HHS prepared a series of Excel worksheets to help us gather the information. Here is a link to 

the worksheets: Download the Reporting Worksheets (.xls). What we are going to try to do is simply the 

reporting by giving you direction on what we need to complete the reporting requirement. We are going 

to screenshot each of the Excel worksheets and indicate to you what we need to complete each applicable 

section of the portal. 

First, lets make sure we can get in the portal. Here is the information we need if you have registered 

already. 

Name of RHC  

Name of person registered  

Portal Username email address  

Portal password  

Cell Phone number for two-factor authentication  

 

We will ask you provide documentation of the amounts used in the report and we will prepare a 

workpaper set for us to maintain for a least three years and preferably six years. 

 

 

 

 

https://youtu.be/jndkeRdhnDM
http://www.ruralhealthclinic.com/s/2021-Provider-Relief-Fund-Reporting-Webinar-on-August-18-2021.pdf
https://prfreporting.hrsa.gov/HRSA_FileRender?name=PortalWorksheets


 

Table 1 HRSA PRF Reporting Portal - Other Assistance Received 

In this table include any other assistance received. You will most likely have the SBA PPP loans, RHC COVID-

19 Testing funds (the $49,241 you received) and possible a FEMA grant of $10,000 or so. Provide us with 

documentation of the amount and the date received to ensure we place it in the correct quarter if you 

have that information available. 

 



 

Table 2 PRF Expenses 

Most if not all our RHCs will only have to complete Table A, breaking down your expenses into two 

categories – General and Administrative (G & A) Expenses and Healthcare Related (HR) Expenses. Please 

provide copies of invoices for purchases made and a sort them by quarter and then by type of expense 

labeled (G & A) or (HR). If you are using payroll expense, please provide a spreadsheet something like the 

following to document the time and payroll you are claiming by quarter. We added an Excel spreadsheet 

to help you which can be found by clicking below the sample form provided. 

 

Click here to download our Excel PRF Payroll Worksheet that will help you document payroll expenses by Quarter 

 

Here is what the table of expenses will look like. Just complete Table A if you have less that $500,000 of 

reportable PRF payments which again will be most of you. The key is we need documentation! 

 

https://mark-lynn-r8he.squarespace.com/s/2021-PRF-Funds-Payroll-Worksheet-on-August-19-2021.xlsx


 

Net Patient Revenues 

All RHCs will have to complete this section of the portal which is calendar year net patient revenues. If 

you will provide us with a profit and loss statement for calendar years 2019 and 2020, we should be able 

to identify your net patient revenues relatively quickly from the P and L statements. If you have non-

patient revenues in the net collections, do identify those amounts, so we can exclude them from the 

portal. Here is what the worksheets look like that HHS has provided for us. 

 

 

 

 

Please provide us with your Profit and Loss Statements for the calendar years 2020 and 2019. If you have 

both years tax returns filed with the IRS those will be helpful as well. If all your PRF funds were used to 

pay expenses to prevent, prepare for, and respond to coronavirus, then there is no need to complete 

the table on the next page that breaks down net patient collections by payor source by quarter for 30 

months or 10 quarters. The table on the next page is only required to be entered if you are requesting 

reimbursement for lost revenues under Option 1. We are going assume that all of our clients will be using 

Option 1 as none of them tend to have budgets and Option 3 opens them up for a greater possibility of 

audit. We do know of some RHCs that will need to do Option 3 due to various reasons and we will handle 

those on a case-by-case basis. 

The worksheet that needs to be completed to claim lost revenue is on the next page. You should use the 

Excel spreadsheet that HRSA provided to report this information as it has formulas and will be much easier 

to use.  

 

The next page has an example of the table you will need to complete. 

 

 

 

 

 

 

 

2019 Actuals (Calendar Year)

2020 Actuals (Calendar Year)

 

Actual Patient Care Revenue

If the recipient used all Total Reportable Other PRF payments on expenses, the recipient is required to submit calendar year 2019 and calendar year 2020 actual patient 

care revenue. All fields marked with an asterisk will be required. The number entered may be a value with up to 14 digits including 2 decimal places. If there is no revenue, 

the reporting entity must enter '0'.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Metrics 
RHCs are required to submit information on certain operating metrics of the RHC. The most difficult one 

is the personnel metrics which requests six different metrics broken down between clinical and non-

clinical. Since there are 10 quarters of data, this will take some time. The quarterly 941 reports or quarterly 

state unemployment fund reports will be a good source document that can help you figure out what your 

employment metrics were by quarter. Thankfully, most of the RHCs we work with are relatively small with 

little turnover and this should not be too time-consuming the smaller you are. Again, you should use the 

Excel spreadsheet to complete this section. We added the definitions of the personnel metrics on the next 

page to help you. The table below is an example for you. 

 

 

 

 

RHCs must report the number of face-to-face encounters in the outpatient visits section of the Patient 

Metrics. This should be relatively easy since RHCs generally keep good records of their visits; however, 

quarterly breakdowns may be a little more difficult to come up with and will require some work on your 

part to accumulate. Again, use the Excel spreadsheet to compile this information. The other metrics in 

this table are not applicable for RHCs. 

 

 

 

 

 

HRSA PRF Reporting Portal - Personnel, Patient, and Facility Metrics

Calendar year quarters are defined as follows:

Q1: January 1 - March 31

Q2: April 1 - June 30

Q3: July 1 - September 30

Q4: October 1 - December 31

Personnel Metrics Q1 (2019) Q2 (2019) Q3 (2019) Q4 (2019) Q1 (2020) Q2 (2020) Q3 (2020) Q4 (2020) Q1 (2021) Q1 (2021)

Full Time

Clinical

Non-clinical

Part Time

Clinical

Non-clinical

Contractor

Clinical

Non-clinical

Furloughed

Clinical

Non-clinical

Separated

Clinical

Non-clinical

Hired

Clinical

Non-clinical

HHS is collecting this information in an effort to quantify the impact of COVID-19 on the reporting entity's personnel, patients, and facilities. 

Fill out the tables below with the quarterly Personnel, Patient, and Facility Metrics for calendar year 2019-2021. 

All fields are required. The number entered must be a whole number up to 8 digits. If a metric is zero, the reporting entity must enter '0'.



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Survey 
RHCs The last section of the PRF Reporting Portal is the Survey. We have answered the survey as follows. 

If you want to make changes to the answers we have provided, please let us know and we will change 

them to your answer. Most of the answers are straight forward as we know many of the RHCs would not 

have survived the pandemic without these funds and services would have been lost at a time when they 

are needed most. If you will writ in any answers that you want changed and if you will write the impact of 

the PRF on your situation that would be most appreciated, otherwise we will complete the survey with 

something like we did here. 

Thanks again for what you are doing. We have provided some section dividers for the information we will 

compile and document what was entered into the portal. This information will not be submitted as a part 

of the reporting but must be maintained for at least 3 years (preferably 6) after the report has been 

submitted. Please gather this information and use these section dividers to sort the information. 
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Contact Information 
Mark R. Lynn, CRHCP, CPA (Inactive), CCRS or Dani Gilbert, CPA, CRHCP 
RHC Consultants 
Healthcare Business Specialists, LLC 
502 Shadow Parkway 
Chattanooga, Tennessee 37421 

Office       (833) 787-2542 
Cell/Text  (423) 243-6185  
Fax            (800) 268-5055  
Email        marklynnrhc@gmail.com   Website    www.ruralhealthclinic.com 

Join our Facebook Group: https://www.facebook.com/groups/1503414633296362/ 

COVID-19 Resources: http://www.ruralhealthclinic.com/covid19 

mailto:marklynnrhc@gmail.com
http://www.ruralhealthclinic.com/
https://www.facebook.com/groups/1503414633296362/
http://www.ruralhealthclinic.com/covid19


 

 

 
Provider Relief Funds  

 
Other Assistance Received  

 
 

Table of Contents 
 

Provide us with documentation of the amount and the date 
received to ensure we place it in the correct quarter if you have 
that information available. 
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Please provide copies of invoices for purchases made and a sort 
them by quarter and then by type of expense labeled (G & A) 
or (HR). If you are using payroll expense, please provide a 
spreadsheet something like the following to document the time and 
payroll you are claiming by quarter. We added an Excel spreadsheet 
to help you which can be found by clicking below the sample form 
provided. 
 
 
Click here to download our Excel PRF Payroll Worksheet that will 
help you document payroll expenses by Quarter 
 
 
 
 
 
 
 
 

https://mark-lynn-r8he.squarespace.com/s/2021-PRF-Funds-Payroll-Worksheet-on-August-19-2021.xlsx
https://mark-lynn-r8he.squarespace.com/s/2021-PRF-Funds-Payroll-Worksheet-on-August-19-2021.xlsx
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Please provide us with your Profit and Loss Statements for the 
calendar years 2020 and 2019. If you have both years tax returns 
filed with the IRS those will be helpful as well. If all your PRF 
funds were used to pay expenses to prevent, prepare for, and 
respond to coronavirus, then there is no need to complete the 
table that breaks down net patient collections by payor source by 
quarter for 30 months or 10 quarters. 
 
If you are claiming lost revenues, please provide us with Quarterly 
breakdowns of your net patient collections by payor and by quarter 
for the period 1/1/2019 through 6/30/2021 (10 quarters). Please 
separate the information by quarter.  
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RHCs are required to submit information on certain operating 
metrics of the RHC. The most difficult one is the personnel metrics 
which requests six different metrics broken down between clinical 
and non-clinical. Since there are 10 quarters of data, this will take 
some time. The quarterly 941 reports or quarterly state 
unemployment fund reports will be a good source document that 
can help you figure out what your employment metrics were by 
quarter. 

Please provide any documentation you have on how you arrived at 
the information provided in the Personnel Table and will be 
reported in the PRF Portal. 
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Please provide documentation of how you computed the quarterly 
patient visit counts that will be entered into the PRF portal. We need 
this information by quarter for the period 1/1/2019 through 
6/30/2021. 
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Please write a short paragraph on the impact that Provider Relief 

Funds have had for your Rural Health Clinic and healthcare in your 

community. 


